BWAREMZEE L

VACANCY ANNOUNCEMENT

LRES . FLCY-24-16
Announcement No.

HE&EHEA:

Closing Date 14 Mar 16
£47H:

Date of Issue 22Feb 16

1.EEFE 4 Job title (Z#k Grade_ 5 /FEB¥E#H LD 3 )

Administrative Specialist, #10

SEAH
No. of
Recruitment

4. BEEE&iF Area of Consideration
I. X 3] MLC/IHA fi¢ % & (EBRBx )
1. X 3] MLC/IHA ¢ £ B (BEHEN)

Current MLC/IHA Employee in commuting distance

(B EFMH) 1% |1 [0BMLCIHAREE (R R XE)
Acceptable trainee level (RAFEER EF LVER): N/A Current MLC/IHA Employee Japan Wide
IV. X 4+&8 Off Base Applicant
X E=H%R L] HeE®R LI R&Z% LEER
Administrative  Blue Collar Trade Security Medical

2. ERER Activity
NAVSUP Fleet Logistics Center Yokosuka

Regional Services Department
Joint Personal Property Shipping Office (Code 440) % mLAC

e,
= Permanen
ENFEIZm AR Working Place: #7E% mi;AHT Tomari-cho, Yokosuka-shi D A Permanent

3. Eh 50 E work Schedule (3840 FEEHI hraw)

#1758 Work Days: Mon thru Fri

75850 - /KER Work Hours/Recess Period: 0800-1645/1200-1245

L] % #h Night Shift X 7% Overtime X] Hi3E Business Travel

5.E A DFEL Type of Employment

O HPT

(] BR%E Limited Term (__» A Months)

6. #EMNZ Duties
Please see the attached task list.

7.EBEH. BAEEH Qualification/Physical Requirements

a. One year of clerical, technical, or administrative work experience equivalent at 1-4 level in the related work, OR completion of

4-year college/university in a related field.
b. Knowledge of Personal Property/Household Goods/Unaccompanied Baggage shipment procedures.

c. Ability to analyze and tactfully report on operational effectiveness, trends, and various other statistics through the use of U.S.

Department of Defense and U.S. Navy automated information systems as well as commercial applications.
d. Skill in operating personal computer applications, such as Microsoft Word, Excel, and Access.
e. Ability to speak, read and write English at fluent proficiency level. (LD-3)

* Handicapped applicants may be accepted, depending on the degree and kind of disability.

EEAN English Language Proficiency :

[ AHZEL L None [ #D#K Basic [ ]H#Rk Intermediate [X]_E#% Advanced [ |4FERXDEEH

Exceptional

2P Educational Background : N/A

| %8536 T 5 License/Certificate Required : 7/8 58 See blocks 7 & 8

8.2 9 %+ M Application and Associated Documents

BAERR
Working
Condition

*[X| 225 AR Application for Vacancy Announcement

*X] B R EE Resume of Specialized Work Experience

*MEEAlX Complete * in [] BAEE T Japanese [X] EEET English [] &5 5 T4 Either

X REFBENEBRBETEHHELTCWLSAIF. [HERICET LERK]

If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on Relatives”
(] sE#xte 5 SEDE L Copy of Driver's License

(1&TEE/SEBIZDE L Copy of Certificate

X ZEDOREAFIAT 5L DDE L Certificate of English Proficiency (Copy)

X e2AFEF L. BHEEDOHBEES EAT- KEEEREAHE (12cm x 23.5cm)

12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 82 yen stamp (MPS is unacceptable.)

X BAREEUNDAIE. EEH— FRU/IRK— ~/EFED 3 E— For non-Japanese citizen applicant,
copy of Residence Card and Passport/Visa Copy




9. HEEFEIEHSL Office to Submit

RNEHEE (BEMLCIHARRR) ENABIEEE GEEXR) TH. REEERHANEVEY., LREXERHKME
HEEZDENE, BERHLTTSL, BEMHYBSLE. Office to submit job application documents is different
for Current MLC/IHA Employees versus Off Base Applicants. Please ensure to submit required application
documents to the right office. Applications must be received by the closing date of the Vacancy Announcement.

GXB) LRBEB4ED “BEREGH" B MLC/IHAREEDADIF/E . NEBIEHEE GEEXE) Ho0REEHRE
EBHELRYETOTITIET S, When item #4, “Area of Consideration” above shows “Current MLC/IHA
employees” only, Off Base Applicants will be rated ineligible.

1. ABBEE (B MLCIHAHERR) REE CRKBEMAREMBAXAERAR (HRO)) :
Current MLC/IHA Employees must submit to (Human Resources Office (HRO), Yokosuka Navy Base):

T238-0001 T 238-0001
AE)IEEAETAE 1 Fih 1 Banchi Tomari-cho, Yokosuka
PSC 473 BOX 22 CNRJ HRO N132 PSC 473 BOX 22 CNRJ HRO N132

N #R/Extension 243-8152

KBEHATEMEMEFANEHR 1. BAAZEFELGRIBTROTORICAREEERD IERCHREAE] NRE
LTHYET., EHFRO0600H&LY. FRO600BETINHEANDGEEHDIRENALETT,

Job Application Drop Box is available for submission of job application documents from 0600 to 1800 daily, which is
installed to the wall immediately below the JN Vacancy Announcement Bulletin Board (1st fl.) in the office located on the
left side of the main gate to the Yokosuka Navy Base.

2. NEBEEE (EREE) RBHE: Off Base Applicants must submit to:

T238-0011 T238-0011

ARNNBEEBEEHRIER 1-6 FEHEL 45 Murase-Bldg. 4F, 1-6 Yonegahama-dori, Yokosuka
BB ESHBHEFFESEMEBEAEE (LMO/IAA)  Yokosuka Branch of LMO/IAA

EEE—|& Management #1 Section

EiE%E S Phone 046-828-6959

SATEER - AEE—SME. 0830-1730BF (AADRBZKR<), ERAFHZFOZERIEIbLITEBLEhETEL,
Operating Hours: Mon-Fri, 0830-1730 (Closed on Japanese Holidays). Please contact LMO/IAA for questions on conditions of
employment.

10. EBEFHWIEHE For Official Use

FEAEIR$E Y Activity POC: FLCY C323 FE (DSN) 243-6489/8024
] . s Lo HRO: (revd: 2/2) js
PD No.: FLCY-440-001 PD is accurate and current. Certified by Activity: ha 2/19 ms 2/19

IEHEEEZHEZLTOLWEWNMEE EZORRIZEY FH A, Incomplete applications will not be considered.
RHESNEIGEEHEIEEIRL LEEA Submitted applications will not be returned.

PRIVACY ACT STATEMENT EAJFREREICDOLNT

AUTHORITY': Executive Order 10450, 9397; and Japan Law Concerning Protection of Personal Information (Law No. 57 of 2003).

E KETEERT 10450,9397 ; XU BAEL - EANIEHRORECET 5EF (A1 sEXEEFER+ES)

PRINCIPAL PURPOSES: To record Personal Information for the purposes of executing the business operations of the U.S. Forces, Japan and protection of
human life, safety and property, NOTE: Records will be securely maintained in either an electronic or paper form.

FHH: AFDLd, 2, UEORELEBREOEXBOXTEENE LT, EAFERELRT 54,

AR RRIEIEFER. £ LLFERICTHEIZRESNET,

ROUTINE USES: To maintain Personal Data accurately with the most up-to-date content to the extent necessary to achieve the stated Principal Purposes.
FRABM: TEMOZERICLER, RFCEHGEANGREHET 54,

DISCLOSURE: Disclosure of this information is voluntary; however, failure to provide the requested information may impede, delay or prevent further
processing of administrative actions.

1EHRFR: EABROBRIEETTD, BRINIEREREL GO oBE. TOROFHRZOLHIF, BN, HAHLMIHER
LRBENHYET,

Format Rev: 5-30-14




TASK LIST

General: This position is located in the Joint Personal Property Shipping Office, of the Fleet Logistics Center, Yokosuka,
Japan. The incumbent performs administrative, technical and automated systems functions and duties related to the
counseling, booking, scheduling deliveries and pick-up of household goods into, and out of the area of operation of the
JPPSO Japan. Communications in a bilingual environment are required of the incumbent in order to perform major
duties and deal with English speaking customers who are shipping or receiving household goods and execute those
responsibilities in all areas discussed below.

Major Duties and Responsibilities

1. Outbound Counseling:

a. Verifies and interprets military and DOD civilian personnel entitlements and responsibilities relating to the movement
of personal property and privately owned vehicles (POV) within the Defense Personal Property Program (DP3). Prepare
shipping documents utilizing the Defense Personal Property System (DPS). Assist DPS applicants to produce shipment
applications for booking purposes. The incumbent accomplishes all outbound household goods traffic actions in
accordance with the Joint Travel Regulations (JTR)/Joint Federal Travel Regulations (JFTR) and Defense Transportation
Regulations (DTR).

b. Analyzes, determines and selects the most appropriate and economical mode of shipment utilizing “Best Value”
practices and performing detailed cost analysis. Prepares processes and distributes Government Bills of Lading, Customs
Declarations, Transportation Control and Movement Documents (TCMD) and service orders as appropriate to each
shipment, based on customer needs and program requirements. Prepares and submits enterprise metrics reports to the
Division Director/Deputy Director.

c. Maintains and utilizes the Personal Property Consignment Instructions Guide, Packing and Containerization Service
Contract and other publications and instructions pertaining to the personal property, POV and storage program. The
incumbent maintains constant communication with the Military Ocean Terminals, AMC Terminals and Japanese
Customs Officials in matters pertaining to the movement of personal property. The incumbent will approve, deny or
dispute accessorial requests from the customer, Transportation Service Provider (TSP), or their local agents in
accordance with the International Tender. The incumbent approves, denies or disputes transportation invoices submitted
within the Central Web Application (CWA) or DPS and ensures that proper and valid Transportation Account Codes are
utilized.

2. Inbound Counseling:

a. The incumbent counsels all inbound personnel regarding their inbound shipments entitlements and responsibilities and
assists customers in arranging their deliveries with the local agents. Provide shipment and POV arrival notifications to
customers. Reschedule delivery and local move dates to meet customer and local agent requirements.

b. The incumbent maintains the storage in transit (SIT) register in DPS and furnishes SIT numbers to the TSP or local
agent when authorizing storage for inbound shipments in accordance with the DTR and NAVSUP guidance. The
incumbent monitors the inbound SIT register in DPS on a daily basis to prevent negative SIT days. The incumbent
provides written notification to customers within 30 days of storage expiration date. Customers must be advised that
shipments will be converted to commercial accounts upon expiration unless the JPPSO is provided with reasonable
justification for continued storage. Approved storage extensions will be completed on a DD-1857 Temporary
Commercial Storage at Government Expense form and copies provided to the TSP or local agent. Customers will be
notified in writing when storage extension requests are denied. Initiate shipment tracing procedures in accordance with
the DTR for all shipments that do not meet the required delivery date. Prepares documentation and coordinates with the
TSP and local agent for shipments that are misconsigned or diverted to another destination. Report all Tender of Service
(TOS) violations to Quality Control for assessment and required action.

3. Inbound/Outbound Responsibilities:

a. The incumbent computes excess charges for customers that exceed their JTR/JFTR entitlements. Prepares cost
collection documentation and notifies customers regarding excess costs. Prepares and conducts briefings during housing
briefs, TAMP/ATAMP seminars and smooth move seminars as scheduled. Initiates, processes and coordinates pack-out
or delivery of personal property shipments to or from government controlled quarters utilizing local housing office funds.

Performs other duties as necessary.



